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FOREWORD. 


TYNDALL  says :  “The  doctrine  has  been  held  that  the  mind  of  the 
child  is  like  a  sheet  of  white  paper,  on  which  by  education  we  can 
write  what  characters  we  please.  This  doctrine  assuredly  needs 
qualification  and  correction.  In  physics,  when  an  external  force  is  applied 
to  a  body  with  a  view  to  affecting  its  inner  texture,  if  we  wish  to  predict 
the  result,  we  must  know  whether  the  external  force  conspires  with  or 
opposes  the  internal  forces  of  the  body  itself ;  and  in  bringing  the  influ¬ 
ence  of  education  to  bear  upon  the  new-born  man  his  inner  powers  must 
also  be  taken  into  account.  He  comes  to  us  as  a  bundle  of  inherited  capaci¬ 
ties  and  tendencies,  labelled  ‘from  the  indefinite  past  to  the  indefinite 
future’,  and  he  makes  his  transit  from  one  to  the  other  through  the  educa¬ 
tion  of  the  present  time.  The  object  of  that  education  is,  or  ought  to  be, 
to  provide  wise  exercise  for  his  capacities,  wise  direction  for  his  ten¬ 
dencies,  and  through  this  exercise  and  this  direction  to  furnish  his  mind 
with  such  knowledge  as  may  contribute  to  the  usefulness,  the  beauty,  and 
the  nobleness  of  his  life.” 


This  “bundle  of  inherited  capacities  and  tendencies’’  by  its  very  nature 
is,  without  direction,  incapable  of  concentration.  When  teachers  are  able 
to  command  one  hundred  per  cent  concentration,  and  through  individual 
instruction  promote  the  progress  of  each  student  independently  of  the 
class,  intelligent  and  ambitious  students  will  forge  ahead  of  the  slower 
ones,  classrooms  will  not  be  overtaxed,  additional  school  houses  will  be 
unnecessary,  the  business  man  will  no  longer  assert  that  the  average 
graduate  lacks  education  and  training ;  nor  need  he  longer  accept  this  lack 
as  a  necessary  evil  to  be  overcome  by  training  employees,  through  experi¬ 
ence,  in  his  own  office. 


The  aim  of  the  educator  has  ever  been  the  broader  development  of  the 
student,  but  the  demand  of  the  business  man  and  the  need  of  the  student 
has  been  to  make  practical  use  of  educational  training.  The  opportunity 
to  do  this  has  been  denied  largely  because  the  subjects  taught  have  been 
so  varied  and  voluminous  that  there  has  been  no  time  for  the  practical 
drills. 


The  mechanical  appliances  which  have  done  so  much  to  revolutionize 
industry,  lessen  labor  and  reduce  costs  have  found  a  place  in  the  class¬ 
room,  but  none  has  served  to  relieve  the  teacher  of  routine  duties  and 
make  her  more  efficient,  except 
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THE  DICTAPHONE 


The  Dictaphone  in  the  classroom  compels  one  hundred  per  cent  con¬ 
centration  and  minimizes  the  drudgery  of  routine.  With  The  Dictaphone 
Business  Training  Course  (a  series  of  exercises  on  indestructible  records) 
and  Multiple  Unit  Tubes — 

Individual  instruction  supersedes  class  work. 

Teachers  are  relieved  of  the  physical  strain  of  dictation. 

Teachers  and  students  are  made  more  efficient. 

Better  trained  graduates  are  developed  in  less  time  than  is  possible 
tinder  present  methods  of  training. 

More  time  may  be  devoted  to  the  development  of  the  backward  student. 

The  Dictaphone  Business  Training  Course  in  the  hands  of  capable 
teachers  can  be  developed  into  a  most  effective  instrument  for  better 
education  and  commercial  training  through  intensive  concentration  and 
individual  instruction. 
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This  book  is  dedicated  to  those  who  through  love  and  pride  in  their 
profession  have  given  of  their  best  to  the  cause  of  higher  education. 

Intelligent  and  earnest  application  of  the  principles  here  laid  down 
will  render  you  more  capable  guides  to  those  whose  success  in  life  depends 
upon  faithfulness  to  your  trust. 

We  gratefully  acknowledge  the  assistance  rendered  by: 

Miss  Margaret  Owen,  former  champion  typist  of  the  world. 

Miss  Sarah  F.  Reddy,  Typing  Instructor,  Lincoln  High  School, 
Cleveland,  Ohio. 

Mr.  Wm.  Bachrach,  Supervisor  of  Commercial  Education,  Chicago 
High  Schools,  Chicago,  Ill. 

Professor  Charles  Miller,  of  Columbia  University,  New  York  City, 
and  the  many  other  teachers  who  have  contributed  helpful  sug¬ 
gestions  and  valuable  criticism  during  the  preparation  of  this 
book. 
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INTRODUCTION. 


The  essentials  of  commercial  training  for  the  amanuensis  are  * 

1.  Business  Vocabulary. 

2.  Commercial  English  (Grammar). 

3.  Spelling.  , 

4.  Definitions. 

5.  Synonyms  and  Homonyms. 

6.  Punctuation. 

7.  Context. 

8.  Letter  Form. 

9.  Better  Speech. 

10.  Rhythm  Typing. 

11.  Rhythm  Penmanship. 

In  teaching,  no  one  of  these  subjects  may  be  slighted,  and  it  is  of  utmost 
importance  that  their  relative  weights  be  considered  when  making  up  the 
schedule,  not  overlooking  the  time  necessarily  involved  in  bringing  students 
to  the  proper  degree  of  proficiency  in  each. 

It  is  realized  that  there  are  many  attendant  conditions  that  must  be 
synchronized  with  the  best  talents  of  teachers  and  students — the  psychology 
of  the  child,  surroundings,  the  subjects  taught  and  the  best  methods  of 
bringing  about  mental-manual  co-ordination. 

The  purpose  of  this  book  is  to  lay  down  the  complete  classroom  pro¬ 
cedure  for  training  students  in  the  commercial  subjects  listed  above  by 
means  of  The  Dictaphone  and  The  Dictaphone  Business  Training  Course. 

BUSINESS  VOCABULARY 

A  business  man  has  truthfully  said:  “Ten  per  cent  of  the  boys  and  girls 
entering  business  possess  the  gift  of  spelling,  twenty  per  cent  become  fairly 
competent  after  drudgery  of  study,  and  seventy  per  cent  are  hopeless.” 

A  fluent  vocabulary  and  correct  spelling  being  the  fundamentals  of  busi¬ 
ness  communications.  The  Dictaphone  Business  Training  Course  aims  to 
cover  those  requirements. 

The  idea  underlying  The  Dictaphone  method  of  teaching  is  that  what 
we  write  is  most  easily  remembered.  The  hands  being  active,  the  brain 
is  necessarily  so.  thus  developing  the  maximum  co-ordination. 
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ENGLISH 


Pronunciation. 

Dictaphone  spelling  and  letter  records  assist  students  in  acquiring  cor¬ 
rect  pronunciation  of  business  terms. 

Spelling,  Definitions. 

Lack  of  time  is  largely  responsible  for  the  failure  of  the  most  earnest 
teachers  to  develop  good  spelling. 

It  is  unnecessary  that  anyone  learn  to  spell  a  great  many  exceedingly 
difficult  words,  but  one  should  be  equipped  with  a  business  vocabulary 
of  such  breadth  as  will  meet  one’s  needs. 

Some  time  should  be  devoted  to  oral  spelling.  The  best  way  to  learn 
spelling  is  to  continuously  drill  and  review,  always  keeping  in  mind  that 
it  is  the  words  one  does  not  know  how  to  spell,  or  those  he  has  missed  in 
graded  lessons,  that  need  to  be  studied.  This  can  best  be  done  by  repeti¬ 
tion  practice  from  The  Dictaphone  transcripts  or  Spelling  Records,  and 
reference  to  the  dictionary. 

Incorrect  spelling  should  be  immediately  corrected.  The  transcripts 
accompanying  each  letter  record,  from  40  words  per  minute  and  faster, 
contain  selected  lists  of  words  used  in  the  records,  which  lists  may  be  used 
for  typing  practice  and  home  study.  (See  p.  24.) 

The  Dictaphone  Spelling  Records  and  transcripts  are  supplementary  to 
the  Spelling  Book  and  English.  They  are  invaluable  for  teaching  correct 
pronunciation  and  spelling,  to  assist  in  developing  the  use  of  the  dictionary, 
and  keeping  definitions  fresh  in  the  minds  of  Students  who,  in  their 
eagerness  to  excel,  will  concentrate  on  spelling  and  definitions. 

Synonyms,  Homonyms. 

The  Dictaphone  Spelling  Records  contain  words  and  definitions  commonly 
used  in  business,  with  special  emphasis  on  the  terminology  of  lumber, 
hardware,  electrical  appliances,  automobiles  and  other  lines.  The  tran¬ 
scripts  contain  the  parts  of  speech,  synonyms  and  homonyms  for  home 
study.  Each  record  contains  enough  words  to  cover  one  or  more  periods. 

With  The  Dictaphone,  more  actual  typing  work  being  accomplished 
during  the  practice  period,  more  time  may  be  assigned  to  oral  review  of 
spelling,  definitions  and  synonyms. 

Dictaphone  Spelling  Records  are  intended  to  supplement  the  pronuncia¬ 
tion  and  spelling  embraced  in  the  intermediate  and  advanced  letter  records, 
and  to  afford  additional  practice  in  definitions  and  synonyms  for  the 
Intermediate  and  Advanced  Classes. 
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One  day  each  week  should  be  reserved  for  oral  review  of  pronunciation, 
definitions,  synonyms  and  homonyms,  and  typewritten  review  of  the  pre¬ 
ceding  four  days’  spelling  lessons.  If  desired,  the  papers  may  be  marked 
and  rating  entered  on  Teacher’s  Desk  Chart. 

Punctuation. 

Punctuation  can  be  taught  by  observation  and  practice.  All  transcripts 
to  Dictaphone  Practice  Records  are  properly  punctuated.  Dictaphone 
Practice  Records  without  punctuation  are  so  dictated  as  to  help  students  to 
read  with  accent,  and  to  assist  them  in  applying  the  rules  of  punctuation, 
after  having  copied  and  studied  the  transcripts. 

Transcribing  from  Dictaphone  Practice  Records  without  punctuation 
teaches  students  to  think  punctuation,  because  in  listening  to  properly 
accented  records  they  learn  to  read  with  proper  accent  and  fit  the  punctua¬ 
tion  to  the  exercise.  (See  p.  20.) 

The  Dictaphone  Business  Training  Course  being  an  adjunct  to  the 
English  Class,  English  and  typing  are,  as  they  should  be,  co-ordinated, 
and  typing  practice  assists  the  study  of  English. 

Context. 

Through  letter  typing  practice  from  Dictaphone  Practice  Records  and 
transcripts,  students  acquire  familiarity  with  words  and  their  relation  one 
to  the  other,  thus  improving  context. 

Letter  Form. 

Correct  letter  form  is  indicated  by  the  transcript. 


RHYTHM  TYPING 

Margaret  Owen,  in  her  book,  “The  Secret  of  Typewriting  Speed,”  men¬ 
tions  “Perfect  Rhythm”  as  the  third  and  most  important  secret  of  speed  in 
typewriting. 

Miss  Sarah  F.  Reddy,  Typing  Instructor,  Lincoln  High  School,  Cleve¬ 
land,  Ohio,  says : 

“Clashing  of  keys  is  due  to  failure  of  the  typist  to  strike  firmly  or  to 
an  unevenness  of  touch.  In  typing  to  music  the  pupil  times  each  stroke 
so  that  exactly  the  same  period  of  time  intervenes.  The  pupil  is  forming 


the  habit  of  striking  each  key  firmly  and  is  acquiring  an  evenness  of  touch. 
The  teacher  need  not  keep  time  for  the  class,  but  can  give  attention  to 
typing  position  and  stroke.” 

While  all  teachers  agree  that  some  form  of  rhythm  is  essential  in  train¬ 
ing  typists,  investigation  discloses  a  diversity  of  opinion  as  to  the  merits 
of  the  musical  over  the  counting  method,  and  vice-versa.  Believing, 
however,  that  there  is  justification  for  the  individual  preference  of 
teachers,  we  supply  both  the  musical  record  and  the  Rhythm  Ring. 

Attention  is  called  to  the  fact  that  the  combination  of  both  methods  will 
give  variety,  break  monotony  and  tend  to  develop  accuracy  and  speed  in 
typing  to  a  greater  extent  than  if  only  one  were  used. 

The  Dictaphone  rhythm  record  is  heard  only  by  the  students  under 
training,  and  does  not  disturb  other  classes. 

All  keyboard  exercises  should  be  practiced  with  rhythm,  and  be  con¬ 
tinued  until  the  typist  can  strike  two  or  three  keys  per  second.  As  sub¬ 
conscious  action  is  developed  they  become  more  expert  and  the  number  of 
strokes  per  second  increases. 


Eye-Strain 

In  writing  and  reading  shorthand  and  the  following  of  copy  in  typing 
the  eyes  are  subject .  to  constant  strain,  which,  in  many  instances,  brings 
about  headaches  and  the  early  use  of  glasses. 


Nervousness 

In  those  afflicted  with  a  tendency  to  nervousness,  the  eye  or  muscular 
strain  (or  both),  upon  the  nerve  system,  results  in  writer's  cramp,  and,  in 
extreme  cases,  in  a  complete  nervous  breakdown.  The  Dictaphone  operator 
being  relieved  of  eye-strain  and  the  muscular  strain  of  shorthand  writing 
obviously  is  relieved  of  nerve-strain. 


Harmful  to  the  Hearing 

A  physician  being  asked  for  his  professional  opinion  upon  this  subject 
diagnosed  it  by  saying  that  the  sound  ivaves  transmitted  to  the  ear  drums 
acted  on  them  similarly  to  electrical  massage  and  served  to  improve  the 
hearing .  Many  Dictaphone  operators  will  testify  to  the  accuracy  of  this 
statement. 
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Hurting  the  Ears 

It  sometimes  happens  that  a  girl,  after  her  first  experience  with  the 
hearing  tubes,  complains  of  a  burning  sensation  in  the  ears.  This  is  the 
irritation  which  naturally  results  from  placing  something  unusual  in  the 
ears.  After  two  or  three  practice  periods  the  ears  become  accustomed  to 
the  hearing  tips  and  the  discomfort  ends. 

PENMANSHIP  RHYTHM 

Rhythmic  counting  is  used  largely  as  a  means  to  develop,  stimulate  and 
regulate  movements. 

The  soldier  masters  the  various  movements  of  the  manual  of  arms  to  a 
set  count.  The  same  unity  of  movement  should  prevail  in  the  penmanship 
class. 

In  penmanship,  rhythm  counting  regulates  speed.  While  speed  is  a 
factor  in  writing,  the  movements  of  some  students  are  needlessly  slow 
while  just  the  opposite  of  others  is  true. 

The  voice  can  perform  the  necessary  functions  for  speed  modulations 
and  for  the  conversational  or  descriptive  counting  so  essential  in  developing 
rhythmic  muscular  movement  writing,  but  in  these  days  of  intensive  train¬ 
ing,  overcrowded  schoolrooms  and  scarcity  of  capable  teachers,  we  must 
give  heed  to  that  which  relieves  teachers  of  the  strain  of  voice  counting 
in  order  to  conserve  their  best  efforts. 

The  Dictaphone  Rhythm  Ring  eliminates  the  physical  strain  of  oral 
counting,  beats  time  with  absolute  rhythm,  and  may  be  instantly  adjusted 
to  any  desired  speed. 

It  also  assures  a  perfectly  quiet  classroom,  because  the  counting  or  music 
is  carried  direct  to  the  ears  of  the  individual  student  and  will  not  disturb 
other  classes. 

For  those  who  prefer  music  for  penmanship  rhythm,  The  Dictaphone 
Musical  Records  are  recommended. 

Ask  us  to  demonstrate. 
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THE  DICTAPHONE  BUSINESS  TRAINING 

COURSE. 

WHAT  IT  DOES  AND  HOW  TO  USE  IT. 

1.  Concentration. 

\  2.  Subconscious  Development. 

3.  Psychology. 

4.  Individual  Instruction. 

5.  Mechanics — 

(a)  The  Dictating  Dictaphone. 

(b)  The  Transcribing  Dictaphone. 

(c)  The  Shaving  Machine. 

(d)  Multiple  Tubes. 

(e)  The  Dictaphone  Business  Training  Course. 

(f)  Rhythm  Ring. 

(g)  Indestructible  Practice  Records,  embracing: 

Musical  Rhythm. 

Letter  writing  exercises  at  from  25  to  200  words  per  minute. 
Spelling  Records  of  business  and  technical  terms. 

(h)  Transcripts. 

(i)  Equipment. 

6.  Class  Room  Procedure — Elementary,  Intermediate,  Advanced. 

7.  Class  Schedule. 

8.  Certificate  of  Proficiency. 


CONCENTRATION 

“A  child’s  character,  knowledge  and  skill  are  not  reconstructed  idly  in  a 
room  where  events  happen.  Events  must  happen  to  him  in  a  way  to  bring 
a  full  and  interested  response.  It  is  altogether  possible  for  the  child  to  be 
present  physically  yet  absent  mentally.  He  may  be  indifferent  to  school 
life,  or  his  mind  may  be  focused  on  something  remote  from  the  classroom. 
In  either  case  he  is  not  attending.  He  does  not  react  to  what  occurs.  He 
does  not  concentrate.”  (Dewey.) 

The  first,  the  most  important  and  the  most  difficult  problem  confronting 
teachers  is  to  command  concentration. 

Perhaps  one  of  the  greatest  drawbacks  to  concentration  is  the  failure 
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of  schools  to  arrange  practice  periods  so  that  studies  will  follow  pro¬ 
gressively  along  definite  and  correlated  lines.  To  illustrate : 

Large  manufacturing  problems  are  handled  upon  the  basis  of  standardi¬ 
zation  of  parts  operations,  i.  e.,  the  various  operations  are  so  co-ordinated 
as  to  bring  to  simultaneous  completion  all  those  parts  entering  into  the 
finished  product.  When  this  co-ordination  is  interfered  with  it  necessitates 
readjustment  of  machinery  and  production  schedules,  with  resultant  loss 
of  time,  decreased  production  and  increased  cost  of  operation. 

Applied  to  the  class  schedules  (which  compel  readjustment  of  the  student 
mind  every  period)  we  can  readily  measure  the  loss  of  efficiency  among 
teachers  and  students  through  disturbance  of  concentration  by  failure  to 
make  the  studies  progressive  and  by  constant  change  of  surroundings. 

It  would  be  ideal  were  it  possible  to  divide  the  class  day  into  two  parts : 
The  morning  for  manual-mental  co-ordination  work ;  the  afternoon  for 
text-book  study.  Under  such  an  arrangement  disturbance  of  concentration 
would  be  minimized,  and  a  short  interval  for  recreation  between  each 
practice  period  would  break  the  monotony. 

As  The  Dictaphone  hearing  tubes  close  the  ears  to  extraneous  noises 
absolute  concentration  follows  naturally.  With  Dictaphone  practice  indi¬ 
vidual  students  progress  according  to  their  ability.  The  faster  the  advance¬ 
ment  along  one  line  of  endeavor  the  more  opportunity  is  afforded  for 
intensive  training  in  other  subjects.  For  example,  the  time  saved  through 
emancipation  from  the  slower  class  procedure  allows  students  more  time  for 
intensive  study  of  subjects  in  which  they  have  been  backward. 


SUB-CONSCIOUS  DEVELOPMENT 

“Practice  makes  perfect”  is  another  term  for  “sub-conscious  develop¬ 
ment.”  Intensive  training  in  pronunciation,  spelling,  definitions,  synonyms, 
punctuation  and  context,  coupled  with  manual  dexterity,  brings  about  the 
sub-conscious  development  that  makes  for  accuracy  and  speed  in  typing. 

With  The  Dictaphone  and  Dictaphone  Practice  Records  students  produce 
in  the  practice  period  one-third  more  typed  matter  than  from  printed  copy. 
This  additional  typing  practice  makes  for  greater  accuracy  and  speed. 
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TULEY  HIGH  SCHOOL,  CHICAGO,  ILLINOIS 

THE  PSYCHOLOGY  OF  TYPEWRITING  AND 
DICTAPHONE  OPERATION 

(To  be  read  to  Elementary  Classes  at  the  beginning  of  the  course.) 

Scientists  tell  us  that  your  brain  is  made  up  of  about  nine  billion  brain 
cells.  Each  of  these  cells  has  either  a  duty  to  perform  or  is  waiting  to 
assume  one.  To  illustrate:  When  you  take  up  the  study  of  typewriting, 
with  the  first  key  you  strike  on  the  typewriter  keyboard,  one  of  these 
little  brain  cells  becomes  active — wakes  up  as  it  were — and  takes  charge 
of  that  particular  key,  and  ever  afterwards  when  you  want  to  strike  that 
key  that  little  brain  cell  must  respond  or  you  cannot  do  so. 

Practice  makes  perfect.  The  more  practice  you  get  on  striking  that  key 
the  more  that  brain  cell  is  developed,  until  the  time  comes  when,  as  soon 
as  you  hear  the  letter  spoken,  you  hit  that  key  without  stopping  to  pick  it 
out.  That  is  called  development  of  the  sub-conscious  mind  and  the  greater 
this  development  the  faster  you  will  write. 
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The  successful  Dictaphone  girl  or  typist  must  have  speed.  The  highest 
wages  are  paid  to  the  most  skilful  operators.  Therefore,  speed  practice 
is  a  serious  study  for  you. 

There  are  but  two  methods  for  attaining  speed  in  typing:  One  through 
dictation ;  the  other  through  copying  from  printed  matter. 

Dictation  is  the  means  most  often  employed  for  speed  practice ;  it  is, 
however,  very  tiring  on  teacher  to  dictate  a  certain  piece  of  matter  at  a 
certain  number  of  words  per  minute. 

The  Dictaphone,  being  a  machine  and  the  record  being  properly  dictated, 
the  dictation  is  sure  to  be  at  an  even  speed  from  one  end  to  the  other. 
That  is  good  for  you,  because  that  means  rhythm,  and  rhythm  writing 
makes  you  more  accurate  and  more  speedy. 

When  first  “listening  in”  to  The  Dictaphone  you  will  find  some  words 
you  do  not  understand ;  the  second  time  you  listen  you  will  understand 
more  of  the  words,  and  the  third  time  you  will  no  doubt  understand  them 
all.  That  is  called  learning  to  “listen  in.”  You  will  also  find  that  the 
words  most  difficult  for  you  to  understand  are  the  words  you  do  not  know. 
In  that  event  you  must  refer  to  the  Practice  Record  transcripts,  where 
you  will  find  the  spelling,  and  The  Dictaphone  record,  of  course,  gives  you 
the  pronunciation. 

You  will  realize  that  all  of  you  will  not  be  able  to  write  at  exactly  the 
same  speed.  Those  of  you  who  do  not  type  rapidly  enough  to  get  all  of 
the  words  spoken  by  the  record  need  not  be  discouraged.  Just  remember 
that  practice  makes  perfect.  You  may  only  get  ten  words  out  of  fifteen 
the  first  time,  but  when  you  copy  the  record  again  you  will  find  that  you 
get  perhaps  twelve  or  thirteen  out  of  fifteen  and  the  next  time  you  will 
get  all  the  words.  That  proves,  first,  that  you  are  learning  to  listen  better ; 
next,  that  you  are  developing  those  little  brain  cells  that  help  you  to  write 
the  words  quickly,  and  that  you  are  able  to  do  it  without  conscious  effort 
on  your  part.  Therefore,  do  not  be  discouraged  when  you  do  not  get  it  all 
the  first,  the  second  or  the  third  time.  Always  remember  that  attention 
and  practice  will  make  you  perfect. 

INDIVIDUAL  INSTRUCTION 

Individual  instruction,  always  the  leading  talking  point  of  the  commercial 
school,  is  the  aim  of  every  conscientious  commercial  teacher. 

Dictation  is  tedious  for  the  teacher  and  makes  impossible  the  highest 
form  of  individual  instruction. 

The  Dictaphone  and  Dictaphone  Practice  Records  relieve  teachers  of  the 
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physical  strain  of  dictation,  thus  affording  more  time  for  attention  to 
the  individual  needs  of  students. 

The  work  is  planned  in  this  course  so  that  the  teacher  may  spend  the 
major  part  of  her  time  on  individual  instruction. 


MECHANICS 

The  Dictaphone. 

The  Dictaphone  is  the  last  word  in  classroom  efficiency. 

The  Dictaphone  Business  Training  Course  (on  indestructible  records) 
permits  of  more  intensive  business  training  than  is  possible  under  present 
methods  of  instruction,  embracing — as  it  does — pronunciation,  spelling, 
punctuation,  typewriting  speed  practice  and  good  Commercial  English. 
Incidentally,  students  learn  to  operate  The  Dictaphone  and  are  thus  doubly 
equipped  for  independent  livelihood. 

An  equipment  of  Dictaphones,  The  Dictaphone  Business  Training  Course 
and  Multiple  Unit  Tubes  relieves  teachers  of  the  burden  of  dictation, 
affords  opportunity  for  individual  instruction,  and  insures  quiet  in  the 
classroom.  Every  educator  recognizes  instantly  the  economy  and  efficiency 
resulting  from  these  three  features. 


Dictating  Dictaphone. 


For  use  in  the  English  Class,  or  by  the  commercial  teacher, 
records  of  current  matter,  editorials,  etc.,  to  be  transcribed 
students. 


for  dictating 
by  advanced 


For  purposes  of  better  speech  and  pronunciation  students  should  be  given 
some  article  or  essay  carefully  selected  from  the  best  literature  to  dictate 
to  The  Dictaphone;  thus  they  will  be  doubly  benefited  in  that  they  will 
become  familiar  with  the  essay  while  developing  better  speech  and  pro¬ 
nunciation.  The  study  of  current  events  can  be  taken  up  in  this  way  by 
having  students  dictate  editorials  and  news  items  of  timely  interest.  (See 
“English”  p.  7.) 
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Transcribing  Dictaphones. 

For  purposes  of  individual  instruction  in  the  Advanced  Class  and  in 
conjunction  with  the  Multiple  Tube  for  class  instruction. 


Shaving  Machine. 

For  re-surfacing  wax  records  for  recording  other  dictation  after  tran¬ 
scription  has  been  completed. 


Multiple  Tube. 

A  substitute  for  a  Dictaphone  at  each  typewriter,  designed  to  take  care 
of  a  number  of  students  in  one  unit,  and  materially  lessening  the  cost  of 
equipment.  It  is  highly  desirable,  however,  where  desks  are  fixed  to  the 
floor,  that  a  special  tube  be  manufactured  to  suit  the  location  of  desks  or 
tables  and  be  permanently  attached  thereto.  (See  p.  20.)  Each  Multiple 
Tube  is  equipped  to  permit  of  the  teacher  “listening  in”  at  will. 
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Sanitary  Hearing  Tips. 

For  sanitary  reasons  the  small  black  rubber  tips  which  enter  the  ears 
can  be  easily  removed.  Each  student  should  be  equipped  with  an  individual 
set,  to  be  put  away  after  each  practice  period. 


Hearing  Tube 


Clarophone 


EQUIPMENT 


The  Dictaphone  equipment  is  designed  to  meet  the  needs  of  the  school 
in  quickly  and  thoroughly  training  students  in  all  the  subjects  heretofore 
mentioned. 

Assuming  that  there  may  be  a  class  of  40  students  at  each  practice  period, 
and  that  desks  are  so  located  as  to  permit  of  training  them  in  units  of  10, 
the  suggested  equipment  for  the  classroom  would  consist  of : 


One  Dictating  Dictaphone 
One  Shaving  Machine. 


For  the  English  Class. 


Four  Transcribing  Dictaphones. 

Four  Multiple  Tubes,  each  taking  care  of  the  number 
of  students  the  arrangement  of  desks  permits. 
One  set  of  Dictaphone  Practice  Records. 

One  or  more  Rhythm  Rings 


For  the  Typing 
Class 


With  the  suggested  equipment,  Intermediate  Class  students  may  be  re¬ 
graded  daily  or  weekly,  and  advanced  as  they  show  improvement  until 
ready  for  the  Advanced  Class. 

To  meet  the  needs  of  the  Advanced  Class  it  may  be  necessary  to  install 
additional  Transcribing  Dictaphones  or  to  rearrange  class  schedules  so  as 
to  permit  the  use  of  individual  Dictaphones. 
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MULTIPLE  TUBE  INSTALLATION 
ELEMENTARY  CLASS  ARRANGEMENT 
40  STUDENTS  IN  UNITS  Of  IO 


TABLE  10'  LONG  x  28"  WIDE,  TYPEWRITERS  BACK 
TO  BACK,  DICTAPHONE  IN  CENTER 


TERS0COKD 
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FIFTH 
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SIXTH 

TO 
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DAY 
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TO 

FORTIETH 

DAY 

FORTY-FIRST 

TO 

SEVENTIETH 
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25 
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35 
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35 
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SPEED 

RHYTHM 

PRACTICE 

ON 

KEYBOARD 

RHYTHM 

25  WORDS 


RECORDS 
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RHYTHM 

•RING 


EA-ISD 


ca-Cc 

DA-DF 


EA-EBB 
SA  -  3DO 


“A”  FINISHING  CLASS  ON 
MULTIPLE  TUBES  AND  ON 
INDIVIDUAL  DICTAPHONES 
WITH  RECORDS  AT  60  TO 
200  WORDS,  AND  TECH¬ 
NICAL  SPELLING  RECORDS 


cnmncAT 

or 

PROFICICNCf. 


CERT  iT 


CXRTTF 
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POOR  ARRANGEMENT 
DESKS  SHOULD  BE  BROUGHT  TOGETHER 


Double  desics 


5 IX  PUPIL5  TO  EACH  UNIT 


Suggestion  For  Case,  to  hold 
R  ECORJ3S  AND  T  f\  AN  SC  R  {  PT  S- 
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WIOE  -  6"  HIG-H  —  4-" -DEEP 


THE  DICTAPHONE  BUSINESS  TRAINING 

COURSE 


This  course  consists  of  a  series  of  exercises  on  Practice  Records,  for  use 
with  The  Dictaphone,  designed  for  better  development  of  a  business 
vocabulary,  pronunciation,  spelling,  punctuation,  definitions,  synonyms,  con¬ 
text  and  typewriting  speed  and  accuracy. 

From  the  simplest  combination  of  words  in  short  letter  form,  dictated  at 
slow  speeds,  the  exercises  proceed  systematically,  and  at  increasing  speeds, 
to  the  complex,  embracing  one  or  more  letters  covering  a  number  of  busi¬ 
nesses,  such  as : 

Advertising, 

Agriculture, 

Boots  and  Shoes, 

Coal, 

Financial, 

Fire  Insurance, 

Furniture, 

Iron  and  Steel, 

Legal, 

The  dictation  is  so  phrased  as  to  assist  in  developing  the  faculty  for 
memorizing — a  necessity  in  Dictaphone  transcribing,  typewriting  and  short¬ 
hand. 


Life  Insurance, 
Lumber, 

Machinery, 

Musical  Instruments, 
Paper  and  Bags, 
Railroading, 

Real  Estate, 

Scales, 

Structural. 


LIST  OF  RECORDS 
For  Elementary  Classes. 

(Keyboard  training  from  text  books.) 

Rhythm  Ring:  A  metallic  ring  which  acts  as  a  metronome  and  can  be 
instantly  regulated  to  count  at  any  desired  speed. 

Ten  Musical  Records  for  typing  rhythm :  R-l  to  R-10. 

For  Intermediate  Classes. 

(For  letter  typing  practice  and  word  building.) 


Four  records  .  at  25  words  (punctuated) 

Three  records  .  at  30  words 

Six  records  .  at  30  words 


Making  13  records  in  all. 
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RHYTHM  RING 


For  Advanced  Classes. 

(For  speed  practice  in  typing,  punctuation,  spelling,  definitions,  synonyms, 
shorthand  practice  and  Dictaphone  operation.) 

Four  records . at  40  words  (Punctuated) 

Two  records . at  40  words  (Not  punctuated.  See  p.  30.) 

Four  records . at  60  words  (Punctuated) 

Four  records . at  80  words 

Two  records . ...at  60  words  (Not  punctuated) 

Two  records . at  80  words  “ 

Four  records . at  100  words  “ 

Four  records . at  125  words  “ 

Two  records . at  150  words  “ 

Making  28  records  in  all. 

Special  Speed  Essays,  Not  Punctuated. 

Four  records . at  100  words.  f  Containing  extracts  from  famous  ora- 

Four  records . at  125  words.  J  tions,  letters,  and  trade  articles;  every- 

Three  records . at  150  words.  ]  thing  to  help  students  think  in  business 

Two  records . at  200  words,  [terms  and  speak  good  English. 


The  articles  are  specially  selected  for  practice  in  grammatical  construc¬ 
tion  and  punctuation,  with  a  view  to  increasing  appreciation  of  good  litera¬ 
ture  and  for  literary  analysis.  The  teacher  should  find  the  questions  which 
will  show  how  to  parse  these  subjects. 

TECHNICAL  RECORDS 

Letters : 

Automobiles :  One  record  at  60  words. 

Electricity :  One  record  at  60  words. 

Hardware :  One  record  at  80  words. 

Lumber :  One  record  at  80  words. 

Spelling,  Pronunciation  and  Definition  Records. 

Business  Vocabulary:  6  records. 

Technical  Terms:  One  recgrd  each  on  Automobiles,  Electricity,  Hard¬ 
ware  and  Lumber. 

Note:  The  words,  their  definitions  and  synonyms,  furnish  additional 
instruction  in  business  terms. 

As  Spelling  Records  are  not  designed  for  speed  practice,  they  should  be 
used  only  by  the  Advanced  Class  students,  or  if  used  in  class  work,  a 
monitor  should  control  the  reproduction,  taking  off  a  word  with  all  or  a 
portion  of  its  definition,  and  allowing  time  for  typing  same. 

PRACTICE  RECORD  TRANSCRIPTS 

With  each  Dictaphone  Practice  Record  is  a  transcript  printed  in  exact 
letter  form. 

When  listening  to  a  record  for  the  first  time,  students  should  be  furnished 
with  a  copy  of  the  Practice  Record  Transcript  to  assist  in  hearing  unfa¬ 
miliar  or  unknown  words,  then  transcripts  should  be  removed  and  students 
compelled  to  rely  upon  concentration,  memory  and  hearing  for  the  proper 
transcribing  of  the  record. 

The  transcripts  of  records  beginning  with  40  words  per  minute  and  faster 
contain  spelling  lessons  on  words  embraced  in  the  body  of  the  letters, 
together  with  “Words  to  Watch”  for  home  study,  in  connection  with 
Advanced  Class  Work. 

Spelling  Record  Transcripts,  also  for  use  in  the  Advanced  Class,  contain 
the  rules  of  spelling,  prefixes  and  suffixes,  with  their  meaning  and  applica¬ 
tion,  as  an  aid  to  the  study  of  the  lessons  on  homonyms,  words  to  watch, 
prepositions  to  watch,  abbreviations  most  often  used,  singular  and  plural 
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possessive  form  of  noun,  termination  of  words  and  parts  of  speech,  con¬ 
tained  on  the  third  page  thereof;  all  selected  with  a  view  to  developing 
familiarity  with  terms  and  definitions  generally  used  in  business. 

For  ready  reference  on  oral  review  of  pronunciation  and  definitions  each 
word  is  numbered. 

Additional  copies  of  transcripts  may  be  typed  by  the  class  during  the 
copying  period,  or  can  be  secured  from  The  Dictaphone  Educational 
Department. 


\  \ 

CLASS  ROOM  PROCEDURE. 

The  following  suggestions  for  conducting  the  Elementary,  Intermediate 
and  Advanced  Classes  with  The  Dictaphone  Business  Training  Course  is  a 
compilation  of  the  best  ideas  and  practices  of  commercial  teachers  who  use 
The  Dictaphone,  and  may  be  modified  to  meet  any  Class  Schedule,  and 
used  with  any  text  books.  Intelligently  followed.  The  Dictaphone  Business 
Training  Course  will  satisfactorily  fill  the  need  for  a  more  rapid  and  certain 
method  of  training. 

Each  schedule  is  based  upon  a  45-minute  practice  period. 

ELEMENTARY  CLASS 

Beginners  in  typing  should  be  seated  in  units  at  The  Dictaphone  and 
Multiple  Tubes  for  keyboard  practice  from  text-book  and  rhythm  ring. 
Proceed  as  follows : 

1.  Address  on  Psychology,  (p.  13.) 

Co-operation  is  attained  only  when  the  pupil  understands  the 
mental  operations  while  under  training;  therefore,  this  address 
should  be  read  to  each  class. 

2.  Explanations  and  Study  of  Keyboard  Chart. 

(a)  Position  of  typewriter. 

(b)  Position;  guide  keys. 

3.  Oral  practice  with  teacher  on  first  keyboard  exercise  until  memorized. 

4.  Regulate  transcriber  mandrels  to  96  revolutions  per  minute. 

5.  Place  Rhythm  Ring  on  transcriber  mandrels  and  adjust. 

6.  Have  students  place  hearing  tubes  in  ears. 
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7.  Direct  students  to  mark  time  with  fingers  to  each  beat  of  the  ring. 

8.  When  able  to  mark  time  in  unison  continue  with  practice  of  first 
keyboard  exercise,  until  students  can  strike  two  or  three  keys  per  second. 

9.  Proceed  from  day  to  day  in  the  same  way  with  the  text-book  exer¬ 
cises  until  the  entire  keyboard  and  accompanying  exercises  have  been 
memorized. 

An  examination  of  the  last  sheet  of  each  student  at  the  end  of  the  prac¬ 
tice  period  will  disclose  those  able  to  type  the  entire  exercise  accurately 
(or  nearly  so),  at  a  speed  equalling  20  to  25  words  per  minute. 

Grading  should  now  begin  and  such  students  as  are  ready  for  actual 
letter  writing  practice  should  be  advanced  to  the  Intermediate  Class, 
Grade  D  (25  words  per  minute). 

Note:  As  beginners  deserve  encouragement,  and  as  the  class' is  under 
rhythmic  training  only  up  to  the  time  of  grading,  it  is  needless  to  burden 
the  teacher  with  counting  and  marking  papers. 

When  daily  inspection  of  practice  sheets  determines  which  students  are 
capable  of  writing  two  or  more  strokes  per  second  (20  words  per  minute), 
grading  and  advancement  to  the  Intermediate  Class  follows. 

GRADING 

The  importance  of  proper  grading  and  marking  cannot  be  too  strongly 
emphasized.  Improper,  careless  or  unfair  grading  tends  to  discourage 
initiative. 

The  Dictaphone,  the  Multiple  Tube  and  The  Dictaphone  Business  Train¬ 
ing  Course,  permit  of  absolutely  accurate  grading  according  to  the  ability 
of  the  individual.  Students  progress  upon  their  own  initiative  and  advance¬ 
ment  is  upon  the  rating  given. 

While  it  may  be  desirable  to  hold  5-minute  tests  daily,  one  day  weekly 
should  be  set  aside  for  testing  and  grading.  This  test  should  comprise : 

10  minutes — Transcribing  from  Dictaphone  Record,  previously  transcribed. 

5  minutes — Copying  new  matter. 

10  minutes — Copying  familiar  matter. 

Marking  and  grading  need  be  done  only  on  the  10-minute  transcription 
from  The  Dictaphone  record.  This,  however,  is  at  the  option  of  the 
teacher ;  but  it  should  be  borne  in  mind  that  the  aim  is  to  encourage  students 
who  sometimes,  on  a  test,  fail  through  embarrassment  or  nervousness  to 
maintain  the  daily  average. 
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The  papers  having  been  collected  and  words  and  errors  counted  the 
teacher  should  enter  upon  the  Desk  Chart  the  gross  number  of  words 
written  and  the  number  of  errors  (see  Chart,  p.  28).  From  the  total  num¬ 
ber  of  words  written,  deduct  the  total  errors  and  enter  in  proper  column. 

Papers  of  advanced  students  writing  60  or  more  words  per  minute  should 
be  marked  under  the  International  Rules. 


MONITOR 


Where  large  classes  are  maintained,  for  purposes  of  convenience,  it  will 
relieve  the  teacher  of  routine  duties  and  stimulate  competition  if  the  most 
(  j-apid  typist  in  the  day’s  unit  is  appointed  to  act  as  monitor  during  the 
practice  period  the  following  day.  Each  monitor,  after  serving  one  day, 
takes  her  place  with  the  next  higher  grade  unit  for  further  practice  in 
speed  typing. 

INTERMEDIATE  CLASS 

(25  to  35  words  per  minute.) 


1. 

2. 

3. 

4. 

5. 


Prepare  Desk  Chart.  (See  p.  28.) 

Direct  the  students  (as  indicated  by  Desk  Chart)  to  be  seated 
at  Multiple  Tube  (or  tubes),  Grade  D.  (See  p.  28.) 


Type  from  copy  with  rhythm.  (10  min.) 

Place  Practice  Record  of  B  series  on  Dictaphone  mandrel;' 
ascertain  that  it  speaks  clearly. 

Distribute  copies  of  transcript  to  assist  in  hearing  and 
spelling  unfamiliar  or  unknown  words.  (For  extra  copies 
see  p.  24.) 

Direct  unit  to  listen  to  record,  following  transcript  with  the 
eye. 

Note:  As  students  become  more  skilful,  this  may 
be  discontinued. 


10  min. 


6.  Collect  transcripts. 

7.  Transcribe  record,  and  repeat  until  90  per  cent,  of  accuracy  is  se¬ 

cured.  (15  min.) 

8.  The  last  5  minutes  of  the  period  should  be  devoted  to  a  test  and 

papers  marked  or  not,  as  preferred. 

Follow  the  same  procedure  until  the  four  records  of  B  series 
have  been  transcribed  with  90  per  cent,  of  accuracy. 

When  students  have  displayed  the  requisite  skill  on  the  four  25-word 
records,  they  should  be  promoted  to  the  next  higher  grade  and  their  places 
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at  Grade  D  assigned  to  students  from  the  Elementary  Grade  who  have 
qualified  at  two  strokes  or  more  per  second.  Additional  grades  are  provided 
for.  (See  Chart,  p.  28.) 

Grade  C  will  transcribe  C  series  of  Practice  Records  and  when  qualified 
will  be  advanced  to  Multiple  Tube — 

Grade  B,  using  D  series  of  records;  thence  to  Multiple  Tube — 

Grade  A  (or  Advanced  Class),  using  E  series  of  records. 

Note:  For  purposes  of  grading  one  day  weekly  should  be 
set  aside  for  review. 


ADVANCED  CLASS 

The  Advanced  Class,  as  the  name  implies,  is  where  the  product  of  teacher 
skill  and  student  application  are  proven.  If  the  work  has  been  faithfully 
done  it  reflects  credit  upon  the  teacher,  the  student  and  the  school. 

Whether  Dictaphone  operator,  secretary  or  typist,  the  underlying  qualifi¬ 
cations  to  success  are  a  large  vocabulary  of  business  and  technical  terms, 
correct  pronunciation,  punctuation  and  spelling.  This  insures  a  letter- 
product  of  one  hundred  per  cent,  quality  in  spelling,  context  and  form,  and 
these  subjects  should  be  stressed. 

Use  E  series  of  Records. 

In  order  to  avoid  anything  that  might  distract  the  attention  of  students 
from  the  main  purpose  of  the  training,  namely,  mental-manual  dexterity, 
no  spelling  lessons  are  provided  for  until  they  reach  the  40-word-per- 
minute  grade  (A),  when,  in  order  to  devote  time  to  this  work,  we  omit 
rhythm  practice  and  substitute  pronunciation,  spelling,  spelling  review 
and  Dictaphone  operation. 

At  this  point  in  the  training  students  should  continue  on  the  Multiple 
Tube  with  the  40-word-per-minute  records ;  but,  because  of  the  reasons 
urged  above,  it  is  desirable  that  they  be  assigned  at  certain  periods  to  the 
use  of  the  individual  Dictaphone  with  Spelling  Records  and  Technical 
Records  FU  and  FV  at  60  words  per  minute,  and  GU  and  GV  at  80  words 
per  minute,  so  that,  while  increasing  their  vocabulary,  they  may  become 
familiar  with  the  operation  of  the  Transcribing  Dictaphone;  or,  if  this  be 
impracticable,  one  girl  in  the  unit  should  have  control  of  the  Transcribing 
Dictaphone  and  regulate  the  speed  of  the  dictation  to  the  skill  of  the  unit. 
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Punctuation. 

For  practice  in  punctuation  the  class  should  first  copy  The  Dictaphone 
Practice  Record  transcript  during  the  copying  period,  giving  particular 
attention  to  punctuation  and  context.  At  The  Dictaphone  practice  period 
place  upon  The  Dictaphone  the  Practice  Record  of  the  printed  exercise 
previously  copied.  As  this  record  is  correctly  accentuated,  and  without 
punctuation,  and  the  students  having  previously  read  this  copy  with  proper 
accent  and  inflection,  punctuation  should  follow  automatically.  After 
several  practice  periods  marked  improvement  in  punctuation  will  be  noted. 


Use  Records:  EAA  —  EBB  (40  words  per  minute) 

FAA  —  FBB  (60  “ 

“  ) 

GAA  —  GBB  —  GU  —  GV 

(  80  words  per  minute) 

HA  —  HB  —  HC  —HD 
HAA—  HBB —  HCC —  HDD  . 

(100  “ 

“  ) 

IA  —IB  —  IC  —ID 

(125  “ 

“  ) 

IAA  —  IBB  —  ICC  —  IDD 

JA  — JB 

JAA  — JBB  — JCC 

(150 

“  ) 

KAA  —  KBB  —  KCC 

(175  “ 

“  ) 

LAA  —  LBB 

(200  “ 

“  ) 

Spelling. 

Use:  SA  to  SF  (Business  Vocabulary). 
SAA  —  SDD  (Technical  Terms). 


The  Dictaphone  Spelling  Records  are  for  use  by  advanced  students  to 
qualify  them  in  the  more  difficult  business  and  technical  terms,  and  are 
additional  to  the  spelling  lessons  on  transcripts  accompanying  records. 

The  spelling  lessons  on  transcripts  accompanying  each  Practice  Record 
will  serve  as  copying  exercises  during  practice  periods  and  may  be  used 
for  home  study.  Transcripts  of  records  not  previously  used  may  also  be 
copied  for  additional  typing  practice. 

CLASS  SCHEDULE. 

SUBJECTS 

Typing  Words  and  Definitions  from  Spelling  Records. 

Typing  from  records  at  60  words  per  minute  and  upward. 


30 


Dictaphone  Instruction  (See  p.  32). 

Qualifying  for  Certificate  of  Proficiency  (50  words  per  minute). 

Spelling. 

(5  min.)  Copy  (from  transcript)  lesson  for  home  study  and  next  day’s 
review. 

(5  min.)  Type  previous  day’s  spelling  lesson  from  Dictaphone  record. 
(5  min.)  Oral  review  of  previous  day’s  lesson  in  pronunciation,  defini¬ 
tions,  synonyms  and  homonyms. 

(Call  upon  students  to  pronounce  words  in  their  order.) 

Typing. 

(25  min.)  From  record. 


DAILY 

SPELLING  CHART 


Date  Sept.  1921  Errors  in  Spelling 


/ 

z 

Y 

y 

? 

/O 

t< 

n 

/J 

/  V 

/J 

-  /L 

/? 

If- 

/? 

2.0 

r 

' 

f 

/ 

/ 

J 

/ 

/ 

f 

/ 

/ 

/ 

/ 

/ 

t 

/ 

/ 

/ 

/ 

f 

/ 

Total, 

z 

t 

2 

1  [  i 

i 

2 

i 

I 

2 

1 

1 

1 

1 

2 

STUDENTS  RECEIVE(FOR  HOME  5TUDY)  SLIPS  SHOWING(BY  NUMBER)W0RD5  MISSPELLED 

TWO  DAV5  LATER  RECORD  IS  REPEATED 

TEACHER  CHECKS, REPEAT  ERRORS  ON  TRANSCRIPT 

OAJ  WEEKLY  REVIEW  TOTAL  NUMBER  OE  WORDS  MISSPELLED  BY  MAJORITY  OT  STUDENTS 
IS  REVIEWED 
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Dictaphone  Instruction:  (15  min.) 

1.  The  names  and  purposes  of  the  various  parts  of'The  Dictaphone  with 
which  students  must  be  familiar  as  operators. 

2.  To  use  the  foot-trip  (see  Note).  Use  Records  at  60  words  per 
minute  and  faster,  as  proficiency  warrants. 

One  period  each  semester  should  be  devoted  to  instruction  on  : 

How  to  shave  wax  records. 

And  one  period  monthly  for : 

Testing  students  for  Dictaphone  Certificates  of  Proficiency. 


HOW  TO  TRANSCRIBE 

Note  :  When  instructing  in  the  proper  handling  of  the  transcriber, 
and  the  foot-trip,  special  stress  should  be  placed  on  the  care  to  be 
exercised  not  to  split  a  word  when  stopping.  This  splitting  may  be  done 
without  loss  of  time  to  backspace  only  in  cases  of  words  of  more  than  one 
syllable,  such  as  “satisfactory,”  in  which  event  the  student  hearing  “satis” 
supplies  the  missing  syllable,  so  that  when  the  record  again  speaks  the 
operator  has  a  clear  connection  between  what  is  written  and  what  follows. 

Attention  should  be  called  to  the  fact  that  as  they  progress  students  will 
find  it  possible  to  take  off,  say,  10  words,  before  stopping  The  Dictaphone, 

transcribe  5,  and  listen  to  another 
10  while  writing  the  remaining  5. 
Thus  their  hands  are  kept  busy 
producing  and  they  maintain  the 
rhythm  which  insures  the  accu¬ 
racy  that  makes  for  speed.  With¬ 
out  accuracy  there  is  no  speed. 

Students  should  be  carefully  in¬ 
structed  in  the  proper  handling  of 
the  transcriber  so  that  they  may 
produce  letters  in  quantity  and  of 
quality.  They  should  be  instruct¬ 
ed  in  properly  dictating  to  The 
Dictaphone  so  that  they  may  have 
general  knowledge  of  the  princi¬ 
ples  underlying  dictation  and  will 
understand  the  reason  if  a  record  does  not  repeat  with  perfect  clearness, 
and  be  competent  to  make  suggestions  to  the  dictator. 
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HOW  TO  DICTATE 


As  the  secretary  of  tomorrow  will  be  more  directly  concerned  in  the 
principles  underlying  proper  dictation  she  should  be  more  particularly 
instructed  in  the  use  of  the  dictating  Dictaphone. 

1.  Proper  use  of  the  dictating  lever. 

2.  How  to  put  on  and  take  off  records. 

3.  How  to  hold  speaking  tube. 

4.  Correct  position  of  mouthpiece. 

5.  Importance  of  clear,  distinct  articulation. 

6.  The  proper  handling  of  papers  relating  to  dictation. 

"  It  should  be  impressed  upon  her  that  dictating  to  The  Dictaphone  pro¬ 
motes  concentration,  improves  enunciation,  articulation  and  tone  modulation, 
and  greatly  assists  in  acquiring  that  easy  flow  of  language  which  makes  for 
Better  Letters  and  Better  Speech. 

In  the  Advanced  Class  attention  should  be  called  to  The  Dictaphone 
Certificate  of  Proficiency,  and  students  should  be  urged  to  qualify  for  same. 
(See  p.  37.) 


FOR  THE  DICTATOR 

(To  be  read  by  students.) 

As  in  any  other  system  of  writing  letters,  if  the  transcriber  cannot 
understand  what  is  said  she  cannot  write  what  is  meant. 

Regular  and  clear  enunciation  is  always  desirable.  When  dictating  to 
The  Dictaphone  hold  the  upper  edge  of  the  glass  mouthpiece  lightly 
touching  the  upper  lip. 

The  habit  of  pressing  the  con¬ 
trol  button  before  starting  to  speak 
and  releasing  it  after  stopping  is 
easily  acquired  and  soon  becomes 
automatic. 

.  No  special  tone  of  voice  is  need¬ 
ed  with  The  Dictaphone — just  the 
natural  voice.  Don’t  yell,  don’t 
mumble.  As  the  stenographer  de¬ 
pends  upon  expression  in  dictation 
when  writing  shorthand  notes,  so 
with  The  Dictaphone  proper  expression  in  dictation  helps  the  transcriber 
to  punctuate. 

It  is  always  a  help  to  give  the  transcriber  the  original  correspondence 
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and  to  spell  proper  names,  technical  and  unusual  words,  unless  they  ap¬ 
pear  in  the  correspondence. 

It  is  necessary  to  state  the  number  of  carbons  desired  before  starting  a 
letter. 

Tell  the  transcriber  when  unusual  punctuation,  such  as  parentheses,  quo¬ 
tation  marks,  etc.,  are  desired. 

The  dictator  should  dictate  as  early  in  the  day  as  possible,  and  indicate 
corrections  and  length  of  letters  on  the  Index  Slip. 


FOR  THE  TRANSCRIBER 

(To  be  read  by  students.) 

Train  yourself  for  accuracy  and  neatness  rather  than  for  extreme  speed. 
Accuracy  makes  for  speed. 

Write  nothing  that  does  not  make  good  sense. 

If  you  were  taking  shorthand  notes,  you  would  call  the  dictator’s  attention 
to  anything  which  was  not  distinct  or  which  was  carelessly  dictated.  If 
the  dictation  on  The  Dictaphone  cylinder  is  not  distinct  or  is 
carelessly  done  take  the  cylinder  to  the  head  operator  or  to  the  dictator 
and  report  the  difficulty.  Co-operation  is  just  as  essential  and  gladly  given 
when  using  The  Dictaphone  as  with  any  other  method  of  handling  cor¬ 
respondence. 

When  you  hear  an  unusual  word  write  it  down  in  a  memorandum  book 
and  look  up  its  meaning.  This  will  improve  your  knowledge  of  words 
and  increases  your  value  to  your  employer. 

Concentrate  on  your  work  and  avoid  the  use  of  the  back-spacer.  It 
is,  however,  of  great  assistance  if  you  need  to  listen  back. 

It  is  easy  to  modify  the  dictator’s  voice,  if  too  loud,  by  using  the  modifier 
on  your  hearing  tube. 

The  dictator’s  voice  will  be  distinct  and  clear  if  you  will  adjust  the 
speed  of  your  machine  to  that  of  the  dictator’s  machine. 

A  perfectly  shaved  cylinder  is,  of  course,  necessary  and  if  it  is  scratchy 
have  someone  see  that  the  Shaving  Machine  is  adjusted  to  insure  perfect 
shaving. 

Your  typewriter  and  your  Dictaphone  should  be  kept  clean.  Co-operate 
with  the  dictators  and  they  will  co-operate  with  you. 
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DICTAPHONE-TYPING  ROOM.  NEW  HAVEN 
HIGH  SCHOOL,  NEW  HAVEN,  CONNECTICUT 

DICTAPHONE  WORK  IS  NOT  FATIGUING 

Repeated  interruptions  to  the  nerve  and  muscle  force  accompanying  the 
reading  of  and  transcribing  from,  shorthand  notes  causes  typing  fatigue . 
For  example : 

A  gasoline  motor  consumes  more  gasoline  in  starting.  Under  full  power 
it  runs  rhythmically  and  consumes  less  gas. 

The  nerve  system  of  the  student  suffers  fatigue  from  the  irregularity 
of  nerve  and  muscle  action  occasioned  by  the  stops  and  starts  involved  in 
typing  from  not  easily  deciphered  shorthand,  thus  destroying  rhythm  and 
causing  undue  mental  and  physical  strain.  This  strain,  eventually  trans¬ 
mitted  to  the  back  and  shoulders,  is  called  typing  fatigue. 

Dictaphone  operators,  being  in  full  control  of  the  dictation  speed,  main¬ 
tain  rhythm  and  avoid  wearing-doivn  interruptions.  This  results  in  increased 
typing  speed,  and  greater  production  of  typed  matter,  while  materially 
lessening  the  fatigue  that  would  ordinarily  accompany  quantity  production. 
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COMPENSATION  OF  DICTAPHONE  GIRLS 


Appreciating  that  The  Dictaphone  not  only  serves  their  convenience , 
but  makes  for  greater  letter  production  at  less  cost,  employers  offer  Dicta¬ 
phone  Girls  compensation  in  excess  of  that  paid  stenographers  because 
they  produce  more.  Dictaphone  secretaries  are  valuable  to  the  employer 
because ,  being  able  to  finish  routine  correspondence  in  less  time  than  by  tha 
shorthand  method,  the  additional  time  saved  may  be  devoted  to  the  intimate 
detail  ivork  of  the  executive. 


DICTAPHONE  CREDENTIALS 

Inherent  in  every  boy  or  girl,  and  developed  to  a  greater  or  lesser  degree, 
is  the  spirit  of  competition.  To  stimulate  this  spirit  and  create  an  in¬ 
centive  to  greater  accuracy  and  speed  in  Dictaphone  typing,  the  Dictaphone 
offers  to  Schools  and  Colleges 

V 

THE  DICTAPHONE  CERTIFICATE  OF  PROFICIENCY 

This  Certificate  is  awarded  to  candidates  who  can  type  50  or  more  net 
words  a  minute  for  ten  minutes  from  The  Dictaphone  Credential  Depart¬ 
ment  Typewriting  Test. 

The  matter  (business  correspondence)  for  this  test  will  be  furnished 
free  to  teachers  who  have  enrolled  with  The  Dictaphone  Credential  De¬ 
partment. 

The  papers  for  all  candidates  for  this  certificate  should  be  carefully 
corrected  by  the  teacher  in  charge  and  marked  under  the  International 
Typewriting  Rules.  The  names  and  ratings  of  successful  candidates  must 
be  forwarded  to  The  Dictaphone  Credential  Department,  1819  Broadway, 
New  York  City,  so  that  such  students  may  receive  proper  credit  upon  the 
records  of  the  Company  and  the  Certificate  of  Proficiency. 
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instructor  iflanager 


BARNEY  STAPERT 

FASTEST  DICTAPHONE  TYPIST  OF  HIS 
AGE  IN  THE  WORLD  (16  YEARS) 
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WHAT  SOME  EDUCATORS  SAY  OF  THE  DICTAPHONE 

The  Dictaphone  Co., 

Chicago,  Ill. 

Gentlemen : — ■ 

In  regard  to  placing  of  Dictaphones  in  the  public  school,  my  views  are  as 
follows : 

The  public  schools  necessarily  must  follow  the  most  vital  demand  made 
by  outside  influences.  They  have  neither  time  nor  the  money  to  experiment 
with  untried  methods  or  systems  of  education.  The  Dictaphone  has  made 
its  place  in  business  and  it  has  always  appeared  to  me  that  the  schools 
should  do  their  share  to  adequately  prepare  students  for  this  work. 

In  addition  to  furnishing  students  with  another  adequate  means,  of 
making  a  living,  I  expect  that  the  Dictaphone  will  improve  our  commercial 
work  by  giving  the  students  more  time  to  practice  on  the  typewriter,  will 
make  them  more  accurate  in  their  efforts  to  catch  sounds  properly  and  will 
give  them  more  opportunity  to  test  themselves  in  spelling. 

Necessarily  any  unfair  prejudice  that  they  may  have  for  these  devices 
will  be  overcome  through  close  acquaintance  in  the  schoolroom.  I  have 
never  been  able  to  discover  wherein  the  hearing  could  be  affected  any  more 
than  the  eye  could  be  through  learning  shorthand. 

Yours  very  truly, 

William  Bachrach,  Supervisor  of  Schools. 


PROFESSOR  MILLER’S  SECRETARIAL  SCHOOL 
1416  Broadway,  at  39th  Street. 


The  Dictaphone, 

1819  Broadway,  New  York  City. 


New  York,  May  16,  1921. 


Gentlemen : 

I  take  pleasure  in  submitting  the  following  report  of  a  test  with  The 
Dictaphone  and  The  Dictaphone  Business  Training  Course  of  Practice 
Records  conducted  by  me  while  a  teacher  at  Columbia  University,  with 
a  class  of  pupils  ranging  in  ages  from  18  to  25  years,  none  of  whom  had 
had  any  previous  typewriting  instruction. 

The  work  was  carried  on  according  to  the  methods  suggested  in  The 
Dictaphone  Teacher’s  Manual,  with  a  few  changes  to  suit  our  class  periods. 
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The  general  introduction  to,  and  practice  of,  typewriter  keyboard  exer¬ 
cises,  were  covered  in  from  three  to  five  days,  depending  upon  the  adapta¬ 
bility  of  the  student. 

Tests  having  demonstrated  the  ability  of  the  students  to  typewrite  at 
a  speed  of  approximately  20  words  a  minute,  the  entire  class  was  then 
directed  to  practice  typing  from  a  25  words  per  minute  Dictaphone  record, 
and  to  continue  to  write  until  able  to  type  every  word  of  the  record 
accurately  at  that  speed. 

At  this  point  the  more  adaptable  students  began  to  demonstrate  their 
ability  to  do  faster  work  and  were,  accordingly,  put  upon  records  of  30 
words  a  minute,  and  faster,  for  speed  practice,  alternating  with  records  at 
lower  speeds  to  develop  accuracy. 

At  the  end  of  one  month,  the  students  had  acquired  speeds  ranging  from 
42  to  67  words  a  minute. 

The  great  saving  in  time,  (approximately  three-fourths),  through  the 
use  of  The  Dictaphone  and  The  Dictaphone  Business  Training  Course, 
allowed  more  time  for  office  practice  work,  arrangement  of  letters,  legal 
forms,  specifications,  etc.,  the  development  of  a  large  business  vocabulary, 
and  of  improvement  in  spelling  by  means  of  The  Dictaphone  Spelling 
Records,  giving  the  students  such  a  knowledge  of  business  terms  and  letter 
writing  as  will  aid  them  in  securing  and  holding  positions  in  any  office. 

I  am  convinced  that  The  Dictaphone  is  a  necessity  in  every  school,  and 
that  The  Dictaphone  Business  Training  Course,  prepared  by  you,  is  the  last 
word  in  commercial  training  today. 

Although  I  made  no  penmanship  tests  with  this  class  ydth  The  Dictaphone 
I  had  previously  made  one  and  found  that  The  Dictaphone  Rhythm  Drills 
and  Musical  Records  relieved  me  of  the  strain  of  oral  counting,  thus 
permitting  of  individual  instruction,  and  cutting  down  one-half  the  time 
usually  expended  in  teaching  penmanship,  and  developed  more  rapid  writers 
than  was  heretofore  possible. 

You  may  be  pleased  to  hear  that  a  number  of  pupils  from  the  class  tested 
have  already  accepted  positions  after  four  months  training  The  Dictaphone 
Way. 

Very  truly  yours, 

(Signed)  Charles  Miller. 
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THE  DICTAPHONE  FOR  THE  FACULTY 


Mr.  W-  G.  Barton,  Director  of  Vocational  Education,  Kansas  City  Public 
Schools,  Kansas  City,  Mo.,  says : 

“Before  dictating  this  cylinder  let  me  state  that  I  am  not  employed  by 
The  Dictaphone  people,  do  not  own  any  stock  in  their  company,  and,  as 
far  as  I  know,  have  no  personal  friends  who  are  in  any  way  connected 
with  this  organization,  but  seven  years  of  practical  experience  with  The 
Dictaphone  have  been  so  convincing  that  I  feel  I  owe  it  to  school  admin¬ 
istrators  and  teachers  to  take  this  opportunity  of  expressing  my  opinion 
o^f  the  value  of  The  Dictaphone  as  a  modern  office  appliance. 

“I  am  fully  convinced  that  the  average  school  teacher  and  school  admin¬ 
istrator  can  at  least  double  his  efficiency  after  learning  The  Dictaphone. 
Instead  of  following  the  old  fashioned  plan  of  writing  out  in  long  hand 
his  lectures,  notes,  dictation,  etc.,  he  can  in  a  very  brief  period  of  time, 
learn  to  dictate  his  thoughts  very  rapidly.  He  not  only  saves  the  time 
required  in  the  writing  process  but  also  cultivates  the  habit  of  rapid 
thinking.  It  certainly  is  a  poor  plan  for  an  educator  to  reduce  his  thinking 
to  the  speed  of  handwriting. 

“Any  school  system  would  be  practising  excellent  economy  by  installing 
The  Dictaphone  System  throughout,  equipping  each  teacher,  or  particularly 
those  who  have  administrative  responsibilities  with  the  machine  in  their 
own  home,  where,  at  the  close  of  the  day,  after  they  have  had  a  short 
period  of  relaxation,  they  can  quickly  turn  to  The  Dictaphone  and  record 
their  constructive  thinking  along  a  line  of  work  which  could  not  be  so 
perfected  in  hours  of  long  hand  writing.  This  would  leave  the  mind  free 
to  pursue  the  regular  activities  of  the  following  day.  In  an  hour’s  time 
the  average  dictator  could  lay  out  sufficient  dictation  to  keep  an  operator 
busy  half  or  two-thirds  of  the  following  day. 

“By  establishing  a  center  for  the  purpose  of  transcribing  these  cylinders, 
the  time  and  attention  of  the  dictator  would  thus  be  conserved.  The 
manuscript  would  come  back  to  him  then  in  typwritten  form  ready  for 
final  correction  and  revision.  The  time  thus  saved  would  very  quickly 
pay  for  the  initial  expense  of  The  Dictaphone  System. 

“For  a  number  of  years  I  had  a  Dictaphone  installed  in  my  home,  and  it 
was  not  uncommon  before  retiring  at  night,  for  me  to  dictate  three  or 
four  cylinders  covering  the  most  important  lecture  work  of  the  following 
day.  The  fact  that  The  Dictaphone  never  gets  tired,  is  willing  to  work 
overtime,  is  always  in  the  office  when  wanted,  gives  it  a  very  decided 
advantage  over  the  old  fashioned  stenographic  method  of  reproducing. 
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“This  dictation  is  prompted  by  the  interest  which  I  feel  in  my  fellow 
workers  in  the  field  of  education.  I  cannot  recommend  this  machine  too 
highly.  Any  man  who  appreciates  saving  time  and  effort  will  no  doubt 
find  his  experience  identical  with  my  own.” 

Very  respectfully  yours. 

(Signed)  W.  G.  Burton. 

February  11,  1921. 


DICTAPHONE  BRANCHES 


Akron,  Ohio . '.....71  E.  Mill  St. 

Atlanta,  Georgia . 561  Whitehall  St. 


Baltimore,  Maryland  . 
Birmingham,  Alabama 
Boston,  Massachusetts 
Buffalo,  New  York.  .  . 


. 16  S.  Howard  St. 

517  American  Trust  Bldg. 

. 1000  Wash.  Street 

. 737  Main  Street 


Chicago,  Illinois 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 


321  S.  Wabash  Ave. 

. 319  E.  8th  St. 

. 1812  E.  30th  St. 


Dallas,  Texas  ... 
Denver,  Colorado 
Detroit,  Michigan 


316  N.  Preston  St. 
1608  Glenarm  Ave. 
...431  State  Street 


Grand  Rapids,  Michigan  . 636  Mich.  Trust  Bldg. 


Hartford,  Connecticut 


721  Main  Street 


Indianapolis,  Indiana 


209  W.  Wash.  Street 


Kansas  City,  Missouri 


2006  Wyandotte  St. 


Los  Angeles,  California 


Minneapolis,  Minnesota 


New  Haven,  Connecticut  . . 
New  Orleans,  Louisiana  . . 
New  York  City,  New  York 


809  S.  Los  Angeles  St. 

...18  N.  Third  Street 

. 6  Church  Street 

. 517  Canal  Street 

. 280  Broadway 


42 


Omaha,  Nebraska  . . . . ....  .  8th  &  Jackson  Streets 

Philadelphia,  Pennsylvania . . 40-60  N.  6th  Street 

Pittsburgh,  Pennsylvania . . 910  Bessemer  Building 

Portland,  Oregon . 420  Spaulding  Building 

Rochester,  New  York . . 43  Clinton  St. 

Salt  Lake  City,  Utah . . 221  S.  W.  Temple  St. 

San  Francisco,  California . 339-343  Bryant  St. 

Seattle,  Washington . 309  Maritime  Bldg. 

'Spokane,  Washington . 161  South  Post  St. 

Springfield,  Massachusetts . 289  Main  Street 

St.  Louis,  Missouri . 1127  Pine  St. 

Syracuse,  New  York . 34  Grand  Opera  House 

Washington,  District  of  Columbia. .  . . . . . 342  Munsey  Building 

CANADA 

Montreal,  Quebec . . 824  St.  Denis  Street 

Toronto,  Ontario . .  . . 347  W.  Adelaide  St. 
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